




Rotary Meetings
Guest Speakers
DG Visit
Email Etiquette



ROTARY MEETINGS

- Send agenda and minutes at
least one week before meeting
- If you cannot attend, send in a
report or representative
- Always RSVP but no need to
copy ALL on the email
-Silence your cell phone







Stick to the agenda and time.
Focus on the issue and not the
person.
Silence phones.
Use the parking lot.
Don’t find fault –
find the fix.





GUEST SPEAKERS



- Parking spot
- Offer them a drink
- Introduce them to
others
- Do you have a bio? (this
can be edited)
- Last one to speak
- Last one thanked
- Explain Rotary rituals



Head Table Seating





Remember ..
Ask the caterers for silence during the
anthem and prayer.
Check spelling and pronunciation of
names.
The prayer must be non-
denominational.





- Introduce DG to everyone with some
information about the Rotarian
- Don’t give large or heavy presents
- Ask in advance about Powerpoint
presentation and technology
- Does DG have handouts ?
- Does DG want Rotaract and
Interact to attend?
- Any meal requirements or allergies?



Basic Dining Manners






















